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Agency Records Officers Group 

Everett 0. Alldredge* Speeiat^Bsi,. 
to the Arc air 1st *' / 


J~ 


Proposed Federal Standard So. 256* , Folder* File? Hank* 
tfwo Leaf 


Attached ares (1) the proposed Federal Standard for file folder# 
aimed at reducing tine vide variety of file folders now fee tug used in 
Federal offices and feeing stocked in the Federal Supply Depot# axvi 
(2) & copy of tbs tmnsaittal Memorandum from the Federal Supply 
Service to their distribution list ©f procurement personnel explaining 
this revised Standard and asking for agency coanents fey July 26* 1966. 
As part of this joint FSS-HARS standardisation effort* NAKS has feeem 
asked to contact agency records Managers to insure that the records# 
isamgeaseat aspects ©f the proposal are adequately considered during 
the agency review of the proposed Standard. 


Background ; Aa of August 1966* later in Federal Standard Ho. 00256 
covering the sane 10 styles of folders included in the vs wt »«d 
Standard 256a »- was circulated to Government agencies for fosnsent 
and review. As a result of the review* the revised Standard (256a) 
was issued. The following changes were Made from the previous inters* 
Standard g 


Cl I Elimination of the wording permitting the use of Federal Supply 
Schedule Contracts far procuring nonstandard folders if agencies do 
not feel the 18 style# of folders will meet all their osede. In 
effect* under ihle revised Standard ( 256 a)* a style of file folder 
w*t fee included in the Standard* if it i# to fee generally eve.ilafe.le 
to ageaciee t^-uugh fee-lug stocked in the Federal Supply Depot#. 

((2) Malting the coverage of 1 the revised Standard fey a title change. 

‘fte sew title* "Folder* File; Blank* Two Leaf" eliminates from the. sw.sttie- 
of the Standard any special use folders involving aore than two 
leaves or which are furnished with printed captions. 

R equested ?: Wfe would appreciate it if records Managers could ; 

tl.J Confeocfc and work with agency procurement personnel, in circularising 
thw proposed Standard within the agency to enough users of file folder# 
t© obtain an understanding of the adequacy of typas of fodders ppe#*wtly 
I*, laded ia the proposed Standard. 
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(2) Visit s am of tbs offices which believe n on stan d ar d folders are 
needed and obtain an on-the-spot evaluation of the reasons for using 
such folders. It sight be advisable to point out to these officials 
the advantages of using standard guide cards and folders as outlined 
in Chapter VII of the Band took, "Piles Operations." 

(3) Report to this office by July 2 6 aqy additional folder styles, 
other than the standard 16, which bars bean justified as being needed 
to meet user needs. The criteria for judging the justification shall 
be that the folder style will result in increased efficiency in filing 
and finding of records that would offset any increased procurement 
costs ewer the standard folders and guides as required, typically, 
faster filing and finding will not result fron use of third cut folders 
without guide cards. 

In reporting justified nonstandard folders, it will be helpful if you 
could? (a) describe then in terns similar to those used in the 
Standard, (b) indicate the nunber of offices reporting the need for 
such folders, (c) shew the approximate m a she r to be used a n n u al l y, and 
(d! include justification statements which support tbs need for the 
nonstandard folder. 


Availability of Standard Folders t FSS has promised to stock in Federal 
Supply IKrpots all IB styles o^ holders presently covered by the 
Standard. He are informed, however, that as of now only 9 styles are 
readily available — those with "926" included in the Federal Stock 
Humber have not yet been made generally available. In the interim, 
this office hopes to receive shortly from FSS samples of each of the 
10 styles of folders, and estimates of the prices which they will soil 
for through the Stores Stock Catalog. Ms will inform you when we can 
make samples available to you. 


Distribution of FS8 St and ard — Meeting t Sines this memorandum is 
betng~sent only to the Agency' Record sW'f leers Croup, we are enclosing 
several copies of the pertinent doemMats for your use. Could you 
please circulate copies to those of your Bureaus or Services which 
would have the greatest voluse of folder purchases and which would 
st reflect your agency's folder needs. 

It would be appreciated if you could attend a meeting of the Agency 
Records Officers Group to discuss the folder standardisation program 
oa Tuesday, June 25, at 9:30 a.m. in Roam 105 of the national Archives 
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